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A PURPOSE, FOOD STAMP EMPLOYMENT AND TRAI NI NG PROGRAM

The Food Stanp Enpl oynment and Trai ning Program (FSET) is a multi-conponent
enpl oynent and training programthat provides Job Search, Job Search
Trai ni ng, Education, Training and Wrk Experience to non-public assistance
Food Stamp recipients. The progranmis role is to provide food stanp
recipients with opportunities that will [ead to paid enploynent and
decrease dependency on assi stance prograns.

See Appendix | for a list of agencies that operate the FSET program

B. REFERRAL TO FSET
1. Eligibility Process

The Eligibility Wirker (EW is responsible for determning if a

reci pient is nandatory for the FSET program and referring these
individuals to the FSET Program Registrants are referred to the
FSET program at the time of application or reapplication and every
twel ve nonths thereafter. Registrants nust also be referred at the
time a change occurs in the exenption status which causes the

i ndi vidual to becone non-exenpt. New househol d nenbers, added during
the certification period, nmust be registered at recertification

(See Part VIII.A for a discussion on the registration exenptions.)

a. An Enpl oynent Services Registration Form nmust be conpl eted and
forwarded by the EWto the FSET Wirker within 5 days after the
househol d is certified. (See Part XXIV for the registration
form)

b. Every twel ve nonths thereafter the EWconpl etes an Enpl oynent
Services Registration Formfor each nonexenpt househol d nenber.
The EWnust forward the conpleted formto the FSET Wr ker
within 5 days after certification

C. The EW nust subnmit any changes in work registration information
to the FSET Worker within 30 days fromthe date the change
becones known to the EW

d. At each recertification, the EWnust evaluate all househol d
menbers to deternmine if the work registrati on exenptions for
each househol d nenber are valid or if the prior 12-nonth
regi stration period has ended. |ndividuals nust be registered
if they are no | onger exenpt or re-registered if the 12-nmonth
regi strati on period has ended.
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2. Regi strant Categories
a. New Regi strant - registrant has not been included in the on-
board count for the current Federal Fiscal Year (10/01-9/30).
b. Re-regi strant - registrant has been included in the on-board
count for the current Federal Fiscal Year (10/01-9/30).
3. FSET Cat egori es
a. Active - a category in which registrants with no barriers to

enpl oynment are pl aced.

b. Pending - a category in which registrants are placed when they
cannot nove i mediately into an activity or when they have
short-termbarriers to enploynment (less than 60 days).

C. Inactive - a category in which registrants with |l ong-term (60
or nore days) or substantial barriers to enploynment are pl aced.

Barriers may include, but, are not linmted to:

1. unavail ability of dependent care;

2 unavailability of transportation

3. second and third trinester pregnancies;

4 medi cal problens that woul d nake participation

i mpracti cal

C ASSESSMENT

The purpose of the assessnment is to identify the registrant’s job readi ness
and, if appropriate, to develop a plan that outlines the registrant’s
future course of action in the program ultimately leading to self-
sufficiency.

There are three types of assessnments: pre-assessnents, initial assessnents
and reassessnents. Assessnments may be conducted either individually or in
a group.

1. Pr e- Assessnent

A pre-assessnment may be conducted for any registrant due for an
initial assessnment, except for persons in a non-waived |locality who
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are subject to the Wrrk Requirenent of Part XV, i.e., "Able-Bodied
Adults Wthout Dependents"” (ABAWS). Food stanp benefits for these
individuals are tine-limted so they need to have an initia
assessment done inmediately. See Appendix | of Part XV for a list of
wai ved agenci es.

a. I f the FSET worker has sufficient reason to believe that a
registrant’s mandatory status needs to be reevaluated, this
nust be conmunicated to the EWon the Conmunicati on Form or by
ot her appropriate neans. The EWnust review the registrant’s
status and informthe FSET worker of the outcome within 30
days. Wiile waiting for the EWto provide the status

verification, the registrant will be assessed and assigned to
t he pendi ng category. See Part XXIV for the Comunication
Form

b. The pre-assessnent nmay be conducted face-to-face, by mail or by
phone.

C. If conducted by mail, the registrant is required to conplete

and return the pre-assessnent formto the agency within 14

cal endar days. The registrant nust be provided with a self-
addressed, stanped envelope in which to return the form The
FSET worker nust send the registrant a letter informng hinfher
of the foll ow ng:

1. The purpose of the FSET program

2. The reason for conpleting the pre-assessnent formand the
date by which the formis to be returned to the agency.

3. That failure to conplete and return the formby the
required date may affect the registrant’s eligibility for
Food St anps.

4, How to contact the FSET worker if the registrant is
unable to conplete and return the formby the required
dat e.

d. Based on the answers given by the registrant on the pre-

assessment form the worker nust decide if the registrant will
be scheduled for an initial assessnment (with the intent of
placing the registrant in an active conmponent) or if the
registrant will be placed in a pending or inactive category.
If the decision is to schedule the registrant for an initial
assessnent, this assessnent nust be schedul ed within 30

cal endar days of receipt of the original referral
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Regi strants placed in either the pending or inactive categories
will not be required to have a Plan of Participation conpleted.
The Contact Sheet nust be docunented with the reason for

pl acement in the pending or inactive category and the begi nning
and endi ng dates of the placenent.

2. Initial Assessment

a.

a.

The FSET worker nust assess each registrant within 30 days of
recei pt of the registration form even if a Pre-Assessnment was
conpl eted, unless the registrant was placed in a pendi ng or

i nactive category. Persons whose benefits are tine-limted
must be assessed i mmedi ately, unless the registrant resides in
a waived locality. For registrants in waived localities, the
30-day tine period will apply.

The assessment must be a face-to-face interview (individual or
group) between the registrant and the FSET worker.

The FSET worker nust send the registrant a letter informng

hi m her of the date of the assessment interview The letter
nmust expl ain that appearance for the interviewis a condition
of continued eligibility for Food Stanps and that the
consequence of not attending the interview nay be term nation
of food stamp benefits. The letter nmust also tell the

regi strant how to contact the FSET worker, and nust advise the
i ndi vi dual that he/she nust contact the FSET worker if he/she
is unable to attend the interview or if he/she needs to
reschedul e the appointrment. To the extent possible, enployed
regi strants nust have their initial assessnment interviews
scheduled at a tinme that does not require themto take tinme off
from wor k.

Pr ocedur es

The FSET Assessment Form or an assessnment tool that has been
pre-approved by the Central Ofice FSET Wirker must be

conpl eted on each participant. See Appendix Il1l of this Part
for the Assessnent form

The assessnent must include the foll ow ng:
1. An identification and evaluation of the registrant’s
recent work history, occupational skills, education and

training and a deternmination of the individuals ability
to read and wite English.
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2. An identification of the registrant’s enpl oynent goal (s).
3. A detail ed eval uati on of supportive service needs.

The FSET worker nust informthe registrant of the foll ow ng
i nformation:

1. program goal s;
2. program requirenents, including an explanation of
responsi bilities and expectations for regi strants;
3. penalties for failure to conply, without good cause, wth

program requirenents;

4, what constitutes good cause for not conplying with
program requi renents;

5. name and phone nunber of the FSET worker or other persons
who m ght need to be contacted; and

6. requi renent to respond to all agency correspondence.

After the assessnent, the FSET worker must determine the
registrant’s ability to participate in the program

1. A regi strant who has no substantial barriers to
enpl oyment must be assigned to a conponent, placed in an
active status and be subject to the full requirenents of
t he FSET program

2. A regi strant who has substantial barriers to enpl oynment
that are anticipated to |ast 60 days or nore nust be
pl aced in an inactive status.

3. A regi strant who has short termbarriers to enpl oynent
that are anticipated to |last |ess than 60 days nust be
pl aced i n pendi ng status and reassessed at the end of the
length of tinme his/her barrier will |ast.

If the FSET worker has sufficient reason to believe that a

regi strant’s nandatory status needs to be reeval uated foll ow ng
t he assessnment, this determnation should be comunicated to
the EWon the Enpl oynment Services Prograns Conmuni cati on Form
If the reevaluation is requested for nedical reasons, the

nmedi cal probl em shoul d be obviously visible to the FSET worker
or the FSET worker shoul d have reasonabl e evi dence that a
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nedi cal problemexists. It is the responsibility of the
registrant to obtain a nedical statenent froma physician if
requested to do so by the FSET worker. Copies of al
document ati on nust be forwarded to the EWat the tine the
reeval uation is requested.
The regi strant may be assigned to the pendi ng category for up
to two (2) nonths while awaiting the outcome of the EWs
reeval uati on.

4. Pl an of Participation

a.

For

initial assessments and reassessnents, the FSET worker nust

develop a witten Plan of Participation with the registrant,
recordi ng the outcone of the assessment.

1

For registrants placed in an active status, the Plan
nust :

a. state the component to which the registrant is
assigned; the specific responsibilities of the
partici pant and the agency, including, but not
limted to, the expected |l evels of participation
attendance and/or the requirenment to return
i nformation to the FSET worker and report changes
whi ch i nmpact enpl oynent and/or participation;

b. identify the conponent begin and end dates;

C. descri be the supportive services needed by the
registrant to carry out the assignment;

d. describe a plan for nonitoring the registrant’s
progress while he/she is participating in a
conponent .

For registrants placed in a pending or inactive status,
the Pl an nust docunent:

a. that active participation will not be required at
this tinme;

b. the tine frame of the placenent;

C. the reason a registrant’s ability to participate is

restricted.
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3. A new Pl an nust be conpl eted whenever the registrant is
assigned to a different component. If the registrant is
reassi gned to the sane conponent, the current Plan nust
be updated. A copy of the updated Pl an nust be given or
mailed to the regi strant.

4, Both the FSET worker and the registrant nmust sign the
Plan if the Assessnent is conducted face-to-face.

5. Reassessnment
a. A reassessnment must be conducted whenever a regi strant

conpl etes the requirement of a conponent or when a re-

eval uation of an individual’s placenent in a pending or

i nactive category is required.

1. The reassessnment nust take place no |later than 30
cal endar days followi ng the conpletion of the conponent
activity.

2. Assi gnnents to sone categories and/or conponents may be
long-term In those situations, reassessnments must be
conducted with the follow ng frequency:

a. regi strants placed in a pending category nust be
reassessed at |east every 2 nonths;

b. regi strants in education, training and work
experi ence components nust be reassessed at the end
of the schedul ed conmponent’s conpl etion

C. registrants placed in an inactive category nust be
reassessed every 6 nonths or nore frequently if
ci rcunst ances warrant.

Procedures for the reassessnent will be the same as the initial

assessnment procedures that are outlined in Section D. 3.

Note: A registrant nmay be reassigned to the sane conponent.

D. PROGRAM COVPONENTS

I ndi vidual s participating in any program conmponent other than Job Search
nmust be nonitored nonthly for attendance of schedul ed hours. In addition
i ndi vidual s participating in an education, training and/or work experience

conponent
i nterval s.

nmust

be monitored for satisfactory progress at periodic
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The total hours a non- ABAWD registrant may participate in one or nore FSET
conponents together with any hours worked for conpensation (cash or in-

ki nd) nmust not exceed 120 hours in any nonth. ABAWS are linited to 20
hours a week of participation in FSET conmponents, except for the work
experi ence component which uses the formula of the allotnent divided by the
m ni mum wage to determ ne the nunber of hours of participation

For purposes of the FSET evaluation full-time enploynent is defined as
enpl oyment of at |east 30 hours per week and part-tinme enploynent is
defined as less than 30 hours per week.

1. Job Search

Thi s component requires that registrants make a predetern ned nunber
of inquiries to prospective enployers over a specified period of

tinme.
a. Regi strants assigned to this conponent nust participate in up
to 8 weeks of job search every 12 nonths.
b. Job Search may be conducted individually or in a group setting.
1. I ndi vi dua
A regi strant nakes a predetern ned nunber of job contacts
on hi s/ her own.
2. G oup
A group of registrants access tel ephones, conputers, fax
machi nes, newspapers, photocopiers and any ot her
equi prent to aid in a job search
C. The regi strant nmust schedule up to 48 job interviews or submt

up to 48 applications/resunes to prospective enployers per 8-
week session. The FSET worker mnust provide support and
direction to the registrant throughout the job search

assi gnment .

1. The registrant must be registered with the nearest
Virgi nia Enpl oyment Commi ssion Office. Registration with
the Virginia Enpl oynent Commission will be considered as
one enpl oyer contact.

2. The regi strant nust report enployer contacts in witing
to the FSET worker by conpleting the FSET Job Search
Form
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3. To qualify as an enpl oyer contact, four conditions mnust
be net:
a. The registrant must present hinself/herself to an

enpl oyer as being avail able for work;

b. The enpl oyer nust ordinarily enploy persons in
areas of work for which the participant is
reasonably qualified by nmeans of experience,
training or ability;

C. The partici pant cannot count the sane enpl oyer nore
than once during a given job search period unless
he/ she applies for different positions; and

d. Contacts with enployers will only be in the form of
face-to-face interviews or by subm ssion of
applications or resunes to businesses that are
hiring.

4, The FSET worker may contact any enployer listed on the
FSET Job Search Formto verify the contact.

The specific requirenments of Job Search will be deternined by
the | ocal agency and described in each agency’'s Local FSET
Pl an.

Regi strants who obtain full-tinme enployment while participating
in the Job Search conponent will have fulfilled all program
requi renents for that assignnent. The FSET case nust be cl osed
after receipt of notification fromthe EWstating:

1. the food stanp case is closed; or
2. the registrant i s now exenpt.

Regi strants who obtain full-time enploynent during Job Search
but | ose that enploynent during the first 30 cal endar days, are
required to conplete their job search. For exanple, if a

regi strant assigned to Job Search was required to have 24 job
contacts but had conpleted only 17 at the time of enpl oynent,
he/ she woul d now be required to nake 7 nore contacts.

Regi strants who obtain part-time enpl oynent during Job Search

and remai n enpl oyed for 30 cal endar days or nore will have
fulfilled all programrequirenments for that assignnent. The
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FSET case nust be closed after receipt of notification fromthe
EW st ati ng:

1. the food stanp case has been cl osed,;
2. the registrant i s now exenpt.

Regi strants who obtain part-time enploynent during Job Search
but |l ose that enploynent during the first 30 cal endar days, are
required to conplete their job search requirenent.

If at the end of the job search assignnment, the registrant is
unenpl oyed or enployed part-time and renains regi stered, he/she
nmust be re-assessed and assigned to an appropriate component

wi thin 30 days.

Regi strants who are enployed part-tine will continue active
participation in FSET with their activities schedul ed around
their work hours.

The Job Search conmponent does not qualify as a work program for
the purpose of mmintaining food stanp eligibility for
i ndi vi dual s whose benefits are tine limted (ABAVDS).

Job Search Training

Thi s conponent strives to enhance the job readi ness of registrants by
provi di ng job seeking techniques and nmethods to increase notivation
and sel f-confidence.

a.

Job Search Training includes activities that nay consist of job
skill assessments, job finding clubs, training in techni ques
for enployability, job placenent services, or other direct
training or support activities, including educational prograns
to expand the job search abilities or enployability of the

regi strant. The annual FSET plan nmust describe whether the

| ocal department will utilize Job Club or other group nethods.
If a group process other than Job Cub is used; the annual FSET
pl an nust describe that process. Exanples of some acceptable
prograns are as foll ows:

1. Job C ub
a. Job Club is a tightly-structured, extensive program

i ncluding instruction in job search nethods,
ext ensi ve use of the tel ephone to obtain job |eads
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and interviews, peer support, direct nonitoring of
partici pant activities, and self-placenment through
j ob search.

b. Cl assroominstruction provides the participant with

sound skills for finding and keepi ng enpl oynent.
2. Nutrition O ass

a. Cl assroominstruction on how to pack a nutritious
[ unch.

b. Cl assroominstruction on how to provide nutritious
nmeal s for a household and still be enpl oyed.

b. The Job Search Trai ni ng conponent does not qualify as a work

program for the purpose of maintaining food stanp eligibility
for individuals whose benefits are tine-limted (ABAVDS).

Wor k Experience

This work conponent is designed to inprove the enployability of
partici pants through actual work experience and/or training and to
enable themto nove into regular enploynent.

The wor k experience placenment may be followed by two (2) weeks of job
search.

The primary focus of work experience is the devel opnent of good work
habits, additional job skills, positive work attitudes, an
under st andi ng of the enpl oyee-enpl oyer relationship, and to obtain a
recent job reference.

The Work Experience conponent qualifies as a work programfor the
pur pose of maintaining food stanp eligibility for individuals whose
benefits are tine-limted (ABAVDS).

a. Ti me Frames

1. The nunber of weeks a registrant may partici pate depends
on the job site

2. The nunber of hours a registrant is required to work in
any one nonth is determ ned by dividing the household's
allotnment for that nmonth, including any nonth for which
benefits are prorated, by the federal m ni numwage.
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3. If two or nore registrants in the same food stanp
househol d participate in Wrk Experience, the conbi ned
hours wor ked cannot exceed the nunber of hours that
result fromdividing the household s allotment by the
federal m ni nrum wage.

4, The amount of tine used in traveling to and fromthe job
site is not included when determ ning the nunmber of hours
the partici pant can work.

5. The regi strant cannot be required to be on a work site
nore than 120 hours per cal endar nonth.

6. A registrant may volunteer to work nore than the required
nunber of hours, but the State will not provide Wrker’'s

Conpensation coverage for the additional hours.
Assignnment Criteria

Each assi gnment mnust take the prior training, experience,
skills and enmpl oynent goal (s) of the registrant into
consideration in order to determn ne whether

. The individual is in need of additional job skills and/or

. Work experience will yield a job reference or the
devel opnent of good work habits or job skills.

Li mtations

The use of the Work Experience conmponent is limted by the
fol | owi ng:

1. Regi strants must not be required to use their persona
resources to pay participation costs.

2. Participants in the Wrk Experience conmponent must not
di spl ace persons currently enployed or be placed in
established, unfilled positions.

Partici pants nust not performtasks that woul d have been
undertaken by current enployees or whi ch woul d have the
ef fect of reducing the work hours of paid enployees.
Wor k Experience partici pants cannot be placed in the
position of workers who are on sick | eave, annual | eave,
| eave wi thout pay, or any other granted | eave with or

wi t hout pay, as that would be an act of displacenent.
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3. Registrants must not be assigned to projects that

require that they travel unreasonable distances from

their homes or remain away from their homes overnight
without their consent. A round trip in excess of two
hours from the registrant’s home to the work site is

considered an unreasonable distance in any situation.
The transportation time determined reasonable must be
relative to the number of hours being worked in a day.

e. Worker’s Compensation

For Worker’s Compensation purposes only, the State
Department of Social Services is considered the individual’s
employer. The State Department of Social Services provides
coverage for all Work Experience participants for the hours
of participation that are mandated. In the event that a
claim must be filed, the following procedures will be

followed:

1. The work site personnel must immediately complete the
Employer’s First Report of Accident form (VWC Form No.
3). The original and all copies must be clearly coded

in the upper right-hand corner with 0765-000e, FSET
WORK EXPERIENCE PARTICIPANT. See Appendix II of this
Part.

2. The work site must mail the original copy of the
Employer's First Report of Accident form, all bills,
and physician reports to:

Virginia Department of Human Resource Management
Division of Workers’ Compensation and Safety

101 N. 14*® Street, 12™ Floor

Richmond, VA 23219

3. The work site must send a copy of the accident report
to the FSET Worker at the local agency.

4. Physicians should be instructed to submit their
invoices and Attending Physician’s Report directly to
the claims office at the Division of Risk Management.
All invoices must show the participant’s/employee’s
social security number.

4. Education

This component provides educational programs or activities to
improve basic skills or otherwise improve employability of
participants.
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The Education component qualifies as a work program for the
purpose of maintaining food stamp eligibility for individuals
whose benefits are time-limited (ABAWDS) .

a. Educational placements must be based on an assessment which
indicates that placement is necessary to develop job
readiness and that educational deficit seems the primary
barrier to employment.

b. Educational programs to which registrants can be assigned
include, but are not limited to:

1. Adult Basic Education;

2. GED;

3. Vocational Education;

4. Community College Programs;

5. Post-Secondary Education;

6. Employment Training and Education Programs.

C. Participation in an education program is limited to the
amount of time generally allowed for the completion of the
curriculum.

d. During a registrant’s participation in an education program,

his/her progress must be monitored to ensure that
satisfactory progress, as defined by the institution, is
being made. This should coincide with the end of the
institution’s quarter or semester grading period. However,
at a minimum, an evaluation may consist of documentation,
such as a report card, showing the registrant’s grade(s).
Registrants not progressing satisfactorily may be assigned
to another activity that will more adequately move them
toward employment.

e. Attendance must be monitored on an on-going basis. The Time
and Attendance Report may be used for this purpose.

f. The completion of an education assignment may be followed by
two weeks of job search.

5. Training
This component provides training in a skill or trade that should
improve the employability of participants and allow the

participant to move directly into employment.

TRANSMITTAL #48



VI RA@ NI A DEPARTMENT

OF SOCI AL _SERVI CES FS EMPLOYMENT & TRAI NI NG PROGRAM
10/ 02 VOLUME V, PART XXV, PAGE 15
a. Trai ning placenents nust be based on an assessnent that

indicates training is necessary to inprove the registrant’s
enpl oyability.

b. Trai ning progranms to which registrants may be referred incl ude,
but are not limted to:

1. Conput er cl asses,
2. Vocati onal Rehabilitation
3. Enpl oynent Trai ni ng and Education Prograns.
C. Participation in training prograns is limted to the anount of

time generally allowed for the conpletion of the program

d. During the registrant’s participation in a training program
hi s/ her progress must be nonitored to ensure that satisfactory
progress, as defined by the training facility, is being nade.
However, at a mininum an eval uation may consi st of
docunentation fromthe training facility that shows the
regi strant’s progress. Registrants who are not progressing
satisfactorily may be assigned to another activity that wll
nore adequately nove themtoward enpl oynent.

e. At t endance nust be nonitored on an on-going basis. The Tine
and Attendance Report may be used for this purpose.

f. The conpl etion of a training assignnent nmay be foll owed by two
weeks of job search

E. SOCI AL/ SUPPORTI VE SERVI CE

Soci al / supportive services may be provided to participants in the FSET
program 1 ncluding volunteers, for expenses that are reasonably necessary
and directly related to participation in the FSET program Agencies are
encouraged to explore alternatives to renoving barriers if supportive
service funds are limted.

I f supportive services are essential for participation in a conmponent and
neither the registrant nor the agency can provide them and no alternatives
are available, the registrant cannot be required to participate in a
conponent and cannot be sanctioned for noncompliance. |In these situations,
the participant will be placed in either pending or inactive status.
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The need for any supportive services nust be |linked to needs identified on
the registrant’s Plan of Participation.

Regi strants who have been sanctioned are not entitled to supportive
services while in sanction status unless such services are necessary for
the participant to performa verifiable act of conpliance.

1. FSET Worker Responsibilities
a. The FSET worker is a case manager. The worker nust assist the
registrant in nmeeting his/her service needs. This may be done
directly by the FSET worker or through a referral to a
service/ soci al worker or an outside service provider
b. When provi ding social services to recipients, the Plan of
Participation may replace the Service Application regardl ess of
t he fundi ng source for the service.
2. Soci al / Supportive Services for Registrants

There are four categories of social/supportive services available to
FSET registrants. These FSET social /supportive services nmay bhe
provided directly or nay be purchased.

a.

Child Day Care

Child day care services are provided to enable a caretaker to
participate in program conponents.

1. Arrangenent for and/or paynent of child day care as a
supportive service nust be provided when the registrant
needs this service to participate in conponent
activities.

2. Partici pants who are parents of school age children are
expected to search for a job during the hours that the
children are in school. However, if a job interview nust
take place outside of school hours, childcare may be
aut hori zed.

3. Regi strants who need day care and who cannot arrange
their own may be provided assistance. Paynment will be
made within the guidelines of child day care policy.
Payment may al so include child day care rel ated
transportati on costs.

TRANSM TTAL #54



VI RA@ NI A DEPARTMENT
OF SOCI AL_SERVI CES FS EMPLOYMENT & TRAI NI NG PROGRAM

10/ 02 VOLUME V, PART XXV, PAGE 17

b. Transportation

This service is provided to enable participants to travel to
and from authorized FSET activities.

1. The registrant is primarily responsible for arrangi ng
transportation to participate in an FSET conponent.
Transportation will be provided only when the registrant
is unable to nake his/her own arrangenents.

2. Transportation may be provided by any of the foll ow ng
neans:
a. Agency or public transportation
b. I ndi vi dual s other than public transportation. In

this circunmstance, paynent is nade to the

i ndi vidual provider. Such payment nust be pre-
aut hori zed and rei nbursenment cannot exceed the
current mleage rei nbursenent rate. A

rei mbursenment type purchase order nay serve as a
pre-aut horization; or

C. Conmer ci al establishnents. For exanple, a client
who needs gas for his/her car could receive a
voucher that a gas station would honor. Through
t he purchase order/invoice system the station
woul d receive paynent.

c. Medi cal / Dent al Servi ces

1. Payment for Medical/Dental services nust directly relate
to FSET activities and exclude medical/ dental services
covered by the State Medical Assistance Plan (Medicaid).

2. Medi cal / dental services include, but are not limted to,
paynments for nedical statenents or other necessary
medi cal verifications; and payments for dentures,
gl asses, orthopedic shoes, or other itens needed by
participants to participate in a conponent.
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F

d. One-tine Energency Intervention

1. Paynment of one-tinme crisis expenses is allowabl e when
needed to enable a registrant to participate in an FSET
conponent .

2. Fxpenses whi ch are allowabl e include, but are not linited
o:
a. Aut onobi | e repairs;
b. Aut onpbi | e i nsurance;
C. Uni f or rs;
d. Wirk shoes;
e. Purchase of an initial set of tools or equipnent.

Dur ati on of FSET Services

FSET soci al / supportive services nmay be provided for as |ong as the
i ndi vi dual needs the service to participate in an FSET conponent.

VOLUNTEERS

A Food Stanp recipient who is exenpt fromthe work regi stration requirenent
may volunteer to participate in the FSET program

1

Agenci es may, to the extent they choose, permt volunteers to
participate in an FSET conponent.

The sane assessnent procedures that apply to nandatory registrants
will apply to volunteers.

Vol unteers are not subject to sanction for failure to conply with
FSET requirements.

The hours of participation in any conponent nmay not exceed the hours
requi red of mandatory FSET regi strants.

Soci al Services rei nmbursenents/paynents for transportation and

daycare may only be nade for expenses that are reasonably necessary
and directly related to participation in the FSET program
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Exanpl e

A volunteer works part-tinme and has been assigned to the
trai ning component for 5 hours a week. Child day care
services may only be provided for the 5 hours that the

i ndi vidual participates in the Training activity.

G CHANGES/ TRANSFERS

1. The FSET worker nmust notify the Eligibility Wrker of any changes in
the registrant’s situation that nay affect the food stanp all ot nent
or the individual's exenption status. This notification nmust be in
witing and rmust occur within five working days of the change. The
Conmuni cati on Form nmust be used for this purpose.

2. Food Stanp cases are not transferred fromone locality to another
I f an individual noves to another locality the FSET case nust be
cl osed and the individual’s status determned in the new locality.

H. CONTRACTS

Agenci es may enter into financial agreenments with individuals or

organi zations to operate all or portions of their FSET program Agencies
are bound by State statutes set forth in the Virginia Public Procurenent
Act and by any |l ocal procedures that nay supersede the Act. Contracts with
other state entities, including community colleges and WA Service Delivery
Area (SDA) are not subject to the requirements of the Virginia Public
Procurenent Act, but may be subject to |ocal procurenent procedures.

1. A copy of the contract must be submitted to the Central O fice Food
Stanmp Unit for the purpose of maintaining a central library of FSET
contracts. The contract should define what is to be nonitored and
eval uated for contract effectiveness.

2. Consi deration in Contracting

Nunmer ous individuals and agencies, both public and private, in al nost
every area of the State are capable of delivering services under an
agency’s FSET Plan. Prior to contracting, however, the agency shoul d
ascertain that the contractor could provide services of an equal or

hi gher quality and/or at a |l ower cost than the agency itself. Care
shoul d be taken to insure that the contract represents an extension
of services, rather than conpensation for services previously
provided at no cost. The contract nust contain a certification from
the provider that the services being contracted for are not otherw se
avai |l able fromthe provider at no cost.
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3. Servi ces that can be contracted
Any program activity or service nmay be contracted.

4. Sel ection of Service Providers
When sel ecting service providers, the local agency nust take into
account such things as the past perfornmance of the contractor in
providing simlar services, the contractor’s denonstrated
ef fecti veness, fiscal accountability, cost efficiency and other
factors which the |l ocal agency determ nes are appropriate. A process
nmust exi st that docunents these factors were considered.

5. Expect ed Servi ces
The deliverable services of the contract should be witten in such a
way as to identify the perfornmance and outcones acceptabl e through
the contract. These perfornance neasures and outconmes will assist in
determ ning the success of the contract. The definition of
ef fecti veness and progress neasures for the contract shoul d be agreed
upon prior to the start of the contract. Success should be defined
incrementally and in terns of conpletion

6. Paynment and Rei nbursenent
Payment for a contract should always be linked to contract
performance. Payments are typically prorated according to
qgquantifiable rates of progress and/or performance. Most of the tineg,
expenses are submitted for reinbursenent. Under specific but rare
ci rcunst ances, advances are allowed. A detailed budget shoul d be
attached to the contract.

7. Contract Duration
Contracts can be negotiated for any period of tine agreeable to both
t he agency and the contractor so long as they ternminate by the end of
the fiscal year. To allow |local agencies maxinmumflexibility in
operating the FSET Program contracts nay be negotiated for a period
of six nonths (or less) rather than for a year. Agencies who choose
to contract for 12 nmonths and who | ater becone dissatisfied with the
contractor’s performance nay termnate the contract by providing
notice as stated in the contract.

8. Contract Requirenents

a. For mat

The agency nust use the revised contract format approved by the
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Attorney General’'s Ofice in contracting. Oher formats may be
utilized in addition, if required by the |ocal government. A
conpl eted version of the state-approved format nust be signed
and sent to the Central Ofice along with a description of the
services to be provided. The contract nmust show the total cost
for all contracted services between the agency and the
contractor. |If nore than one service will be provided, a
separate cost for each service should be included in the
description of the services.

Description of Services

Each service to be provided by the contractor nust be descri bed
in full. Agencies contracting out nore than one service wll
need to devel op a description of each service.

The description nust contain:
1. A summary of activities included in the service;

2. An expl anation of roles of the contractor and agency in
provi di ng the service;

3. An expl anation of the contractor’s responsibility
regardi ng required reporting;

4, A description of the nunbers and kinds of clients who
will receive the service (age, volunteers, and high
school graduates, etc.);

5. A statenment of the tine frame for the service, including
begi nni ng and endi ng dates; and

6. A description of the specific anticipated outcones.
Contract Monitoring

1. It is the responsibility of the I ocal agency to nonitor
each contract on a frequent basis to ensure both that the
terms of the contract are being nmet and that progress is
bei ng made toward achi everrent of the outcone goals.

Monitoring may be carried out through review of reports
made by the contractor and contract site visits. At a

m ni mum the agency nust require the contractor to submt
nmonthly client specific progress reports as well as
quarterly reports. The quarterly report should include
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i nformati on on overall contract progress, identified
probl ems and client outcomes. The final annual report
shoul d provide an objective review of sunmari zi ng the
overal | program operations for the contract period as
wel |l as client specific outcones/progress.

2. It is the responsibility of the I ocal agency, based on
information fromits nonitoring of the contract, to
determ ne the appropriateness of future contracts with
the sanme contractor.

l. SANCTI ONS

A sanction is the denial or suspension of assistance to those persons who
refuse to register for enploynent or who do not conply with FSET
requi renents.

Food stanp recipients who are determnmined mandatory for the FSET Program and
who have signed the FSET registration formare required to participate in
the FSET program Registrants are subject to sanction if they fail to
participate in the FSET program w t hout good cause.

1. Good Cause for Failure to Participate

a.

Prior to inposing a sanction, the FSET worker nust determ ne
that a good cause reason for failure to conply did not exist at
the tine of nonconpliance. Docunentation nmust be requested
fromthe partici pant as part of the eval uation.

A partici pant who has good cause for nonconpliance will not be
sanctioned. (Good cause exists if:

1. The participant’s inability to fulfill program
requirenents is due to circunstances outside his/her
control or is the result of a change in circunstances
over which the participant had no control

2. Childcare is necessary for an individual to accept
enpl oynent or enter or continue in the program and
chil dcare cannot be arranged by the recipient nor
provi ded by the agency.

3. Transportation is necessary for an individual to
accept enploynent or enter or continue in the program

and transportation can not be arranged by the recipient
nor provided by the agency.
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C. The good cause investigation will consist of an eval uation of
information in the case record. When there has been no recent
contact with the participant, efforts nust be nade to deternine
if the participant has contacted the FSET worker to di scuss the
problem giving a reason for not attending an interview, or for
not conpl eting an assi gnnment, or having not kept any program
rel ated appoi nt nent.

d. A reasonabl e effort nmust be made to contact participants who
are unable to read. The worker must docunent that an attenpt
by tel ephone or a personal contact has been nade prior to
referring the case for sanctioning.

The purpose of this contact is to ensure the partici pant

under stands the mandatory nature of the program and has an

opportunity to explain the reason for nonconpliance.
Reasons for Applying FSET Sanctions

Failure to:

a. conplete and return the pre-assessnment formor other requested
i nformati on by the required date;

b. report for schedul ed appoi ntnents and/or interviews;

C. actively engage in Job Search or to conplete requirenents

designated in the annual |ocal FSET plan and state policy;

d. report to or conplete a Wrk Experience assignnment, including
j ob search;

e. report to or conplete assigned educati on and training
activities, including job search

f. report to or conplete other assigned FSET activities as stated
on the Plan of Participation;

g. accept avail abl e supportive services, thereby preventing
participation in any nmandatory program activity;

h. accept a bona fide offer of suitable enploynent. A bona fide
job offer is an actual job offer given in good faith w thout
di shonesty, fraud or deceit. The job offer mnust:

1. not be beyond the physical or intellectual capabilities
of the registrant; and
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2. provi de reasonabl e conpensation (either the federa
m ni mum wage or the prevailing wage in the comunity for
that type of job).

report to an enployer to whomthe registrant was referred by
the FSET worker.

3. Requi red Docunent ati on

a.

a.

A copy of all correspondences with the registrant nust be in
t he case record.

The Plan of Participation (unless the registrant fails to
appear for assessnent, or appears but refuses to participate in
the assessnent) stating the FSET activity to which the

regi strant was assigned and any actions required by the

partici pant.

Cont act Sheet docunenting all contacts with the registrant.
FSET Notice of Sanction

Any referrals to an education, training or work experience
provi der.

Any records of registrant’s perfornmance or progress in an
activity.

Any records of registrant’s attendance, i.e. The Wekly Tine
and Attendance Record or the Wrk Experience Attendance and
Per f or mance Record.

FSET Notice of Sanction

This notice is sent to a participant prior to the referral to
the EWfor sanction.

The FSET worker nust send the Notice within three working days
of the date he/she beconmes aware of the act of nonconpliance.

The Notice nust informthe registrant of the specific

requi renent that was not nmet and advise the registrant to
contact the FSET worker within five working days fromthe date
the Notice of Sanction was nailed to establish good cause. The
Notice nust also informthe registrant that the FS all ot ment

m ght be term nated or reduced.
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5.

1. If the registrant does not respond to the Notice by the
dat e given, he/she must be referred to the EWfor
sanct i oni ng.

2. If the registrant responds to the Notice, the information
beconmes part of the docunentation needed to determine if
the sanction will be inposed. |If the registrant does not

present good cause, he/she nmust be referred to the EWfor
sanctioning. |If good cause is deternined to exist, no
sanction will be inposed.

Sancti on Process

a. In agencies in which both the FSET program and the FS case are
not managed by one worker, the FSET worker nust advise the EW
that a sanction is required, when to i npose the sanction and
which tine period to i mpose. The Comuni cati on Form nmust be
used. The EWnust send the participant the Food Stanp Sanction
Notice for Non-Conpliance with A Wrk Requirement to explain
the reason for the sanction, the amount of benefit reduction to
be i nposed, and the duration of the sanction.

In agencies in which both the FSET program and the FS case are
managed by one worker, that worker nust send both the FSET
Noti ce of Sanction and the Food Stanp Sanction Notice For Non-
Conpliance Wth A Wrk Requirenent at the appropriate tines.

b. The sanction nust be inposed the first nmonth follow ng the
month in which the case was referred for sanctioning, if
adm ni stratively possible. |If not admnistratively possible,
the sanction will be inposed the follow ng nonth.

C. The FSET case nust remain open until the EWnotifies the FSET

wor ker that the sanction is in effect (i.e., the food stanp
case has cl osed or the non-conplying individual has been
renoved fromthe allotnent).

d. See Part VIII.C for a discussion of sanction periods.
Det ermi ni ng Conpliance after the Sanction |Is |nposed

The sanction period nust be served before the househol d or individua
is eligible again except in instances when the individual who caused
the action | eaves the househol d or beconmes exenpt from work
registration or from FSET requirenents. The individual must conply
with the FSET programrequirenents to the satisfaction of the FSET
wor ker .
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J. APPEALS/ HEARI NGS

1. Ri ght of Appea

Al registrants have the right to appeal any agency decision that
m ght result in adverse action being taken agai nst them

The appeal process in place for the food stanp certification actions
nmust be used to ensure fair hearings for recipients who wish to
contest the actions taken by the agency as a result of their non-
conpliance with FSET requirenments. See Part Xl X for the appeals
process.

If the registrant files a valid appeal within the established tine
frane, the food stanp allotnent nust be reinstated until the hearing
of ficer renders a decision unless the household does not want the
benefits to conti nue.

2. Hear i ngs

a. For all appeals involving FSET sanctions, with the exception of
the situation in which a household nenber refuses to register
the foll owi ng procedures must be foll owed:

1. The Eligibility staff nust notify the FSET worker of the
date and time of any pre-hearing conference and of the
date and tinme of the appeal hearing set by the hearing
of ficer.

2. A representative of the FSET Unit nust be present during
t he pre-hearing conference and the appeal hearing.

3. The sunmmary of facts nmust be prepared jointly by the EW
and the FSET wor ker.

See Part Xl X for additional procedures for the fair hearing

process.
b. The FSET case nust remain open until a decision is rendered.
1. If the agency action is reversed, the registrant nust be
reassessed to deternine the appropriate conponent
assi gnment .
2. If the agency action is sustained, the FSET case must be
cl osed.
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K. STATISTICS AND REPORTING

Local agencies operating the FSET Program must provide program
statistics. The information must be reported on the FSET Statistical
Report Form. An original copy of this form is to be mailed to:

VA Department of Social Services
Division of Finance

7 North Eighth Street

Richmond, VA 23219

The local agency should maintain a copy of the completed form. The

form must be mailed so that it is received by the Division of Finance
by the tenth calendar day after the close of the report month. Direct
questions about the form to the Division of Finance at (804) 726-7210.

L. LOCAL FOOD STAMP EMPLOYMENT AND TRAINING PLAN

FEach Local Agency must submit an annual FSET Plan to the State
Department of Social Services by July 1°° of each year. The plan must
describe the locality’s FSET program and must follow the following
format:

1. Intent of the FSET program in the locality.
2. A numerical description of the FSET population.
a. ABAWDS - persons who are eligible for time-limited benefits

through the Work Requirement
b. Non ABAWDS - persons exempted from the Work Requirement

See Part XV for the discussion of the Work Requirement.

3. The employment needs of the population.

4. Information regarding local labor market trends.

5. The number of workers with FSET duties.

6. The locality’s budget for the FSET program. This is the total
FSET allocation broken down into the areas where the money will be
spent. This may include salaries, fringe benefits, purchases,

contractual costs, etc.
7. A plan of participation by component.

8. A detailed description of the local agency’s Standard Operating
Procedures that address these elements:
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a. Referral and Case Opening Procedures
1. The procedure by which a potential participant is
referred.
2. The steps for opening a case once it has been referred

and the time frame by which this must be done.
b. Assessment Procedures

1. Describe what will be used to identify and evaluate
the participant’s occupational skills, strengths, and
weaknesses. Describe how this information will be used
to assess immediate employability.

2. Describe procedures for conducting educational tests
and assessments. Include the following in the
description of the procedures:

- Assessment tools that will be used

- Types of tests to be used

- Criteria for determining who should be tested

- Incorporation of test results into case records

- Staff responsible for conducting assessment

- Referral procedures if test and assessments are
conducted outside of the agency

3. Describe how assessment information of other agencies
will be integrated with the FSET assessment. Other
agencies include DRS, VEC, and Mental Health.

C. Component Assignment

1. Describe how program components are assigned.

2. Describe the locality’s approach to developing and
maintaining a current list of local providers for each
component.

3. Describe how the agency monitors component activities

and evaluates them for effectiveness.
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d. Soci al and Supportive Services

1. Develop a list of the specific services available to FSET
registrants in the locality.

2. Descri be how and why spending limts are set and descri be
what steps will be taken to assure equity for each
registrant.

e. Moni t ori ng Wor ker Performance

1. Expl ai n how casel oads will be nonitored.

2. Descri be any locally devel oped procedures, such as case
readi ng, used in nmonitoring program effectiveness.

f. Moni toring Participati on and Progress
1. Delineate the optinal time frames the agency has set for

conpl etion of each conponent activity when applicable.
Descri be the nethods and means by which the agency
nonitors registrant progress in each of the conponents.

2. Descri be how t he agency tracks and docunents the
regi strant’s advancenent in and conpl eti on of components.
3. Descri be how t he agency docunents participation hours and
how t he docunentation is maintained.
g. Contracts
1. Descri be the process by which decisions are nade to

contract for FSET Program services, the factors invol ved
in maki ng these decisions, and the |evel of
responsibility for the decisions. Consideration should
be given to the foll ow ng issues:

- Local procurenment process

- Devel opnent of the contract, including clear
out come measures and quantifiabl e agency and
contractor expectations

- Contract nonitoring

- Contract term nation for non-performance

2. Descri be the procedures and tinmefranmes the agency wll
followin providing Central Ofice with copies of the

proposed contract.
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